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Advocacy Support Officer
Job Description

Job Title:
 
Advocacy Support Officer
Location:                Cardiff
Salary:
           £21,000 p/annum pro rata
Hours:
           Part Time (15 hours p/w)
Reporting to:
Advice Service Manager 

Holidays:
11 Days
Purpose of Job: 
To provide administrative, advocacy (basic) and phone enquiry support for the Discrimination and Hate Crime Project under the supervision of the Advice Service Manager.
Main Duties
1. To provide a professional response for all telephone enquiries for the Discrimination and Hate Crime Project.
2. Under the supervision of the Advice Service Manager, to provide general advocacy, advice and information to project beneficiaries.

3. Where appropriate, to provide representation to empower project beneficiaries, victims of discrimination or hate crime to make informed decisions. 

4. To maintain up-to-date knowledge and information of relevant legislation, local services and issues facing victims of discrimination and hate crime across Wales, signposting beneficiaries to all appropriate services
5. To liaise, where required, with other REF staff to provide a distinct and specialised service. 

6. To assist the Advice Service Manager with training and other project activities.
7. To undertake basic administrative duties relevant to the post, keep clear and precise records for all beneficiaries and to be aware of confidentiality policies/vulnerable adult procedures. 

8. To prepare reports as required for the Advice Service Manager. 

9. To participate in supervisions and meetings when required.
10. To maintain high standards of customer care, treating members of the public and partner agencies with sensitivity and respect.
11. To ensure complete confidentiality is maintained in respect of Race Equality First’s dealings, transactions, affairs and all other information relating to clients, participants, associates, staff, board and any other organisational matters.
12. To keep up to date with developments within Race Equality First and to demonstrate a commitment to the aims and objectives of the organisation, its Policies, Procedures and Employee Handbook.
Person Specification

The successful candidate will possess the following:

Knowledge

· Knowledge and understanding of advocacy and the importance of choices and rights and acting on behalf of service users to ensure their views are listened to and their needs are met
· Computer literacy with excellent knowledge in all Microsoft Office software packages (Word, Access, PowerPoint, Excel and Outlook Express) and competent in the use of database and spreadsheet technology 

Experience

· Experience of providing one-to-one advocacy 
· Experience of working with voluntary and statutory agencies 
Skills and Abilities
· Ability to produce high quality documents, reports and statistical information 

· High level of competence in word processing, including formal presentation of letters, reports and other documents

· Excellent verbal and written communication skills
· Ability to communicate effectively with a wide range of staff, audiences and external agencies
· Ability to identify and evaluate resources to be used in the promotion of advocacy and equality and diversity in general
· Ability to handle confidential information and maintain discretion on sensitive issues
· Ability to work as an effective team member

· Ability to work under pressure to tight deadlines and achieve results

· Ability to work flexible hours as some evening or weekend work may be required

· Ability to travel and carry out office / home visits when required
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